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Comptroller | 18 February 1954

Acting Mansgement Officer

Weekly Report - Week ending 17 February 195L

SUMMARY OF PROJECTS #

Weekly Report - Week ending 10 February 195Ls Projects in brocess 28

This Vesk: Projects in Process 30
Added during week: 3
Completed during week: 1
Change 7

The "Mansgement Staff Project Control® reveals a total of 30
projects requirirg an estimated 941 man days of which 385 have been
sccomplished, leeving a balance of 556 man days.

PROJECTS ALDED DURING WELK

Project L-75 Operating Procedures

¥hile the Warchouse procadure has been stsbilized, it has not been
formally recorded or anslyzed, Therefore, the purpose of this pro-
ject is to chart the flow of documents recelved and distributed by

the warehouse in order to coordinate with procedures at Headquarters.

Target dete - 15 March 195L., Zetimeted man deys - 1l.

Project -7l - Procedure for Use of New Order-Involce-Voucher Form

A new seven-part form serving as a purchase order, involce, and
voucher has been prescribed by the General Accounting 0ffice and
the Comptroller Genersl for use by all government agencies, The
Procurement Diivision, Logistics Office, requests exception to the
prescribed form and has requested that it be ordersd in ten parts,
The purpose of this project is to examine the present purchasing
procedure, and to determine the necesslty for the deviation from
the prescribed form. Target date - Open. Estimeted man days - 10.

Project L-73 - Revise Logistics Office Tables of
nguﬁon "

The current organizationel structures for the

were develioped
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Report for Week Ending 17 February 1954 from
RECORDS DISPOSITION SECTION

OFFICE OF SCIENTIFIC INTELLIGENCE

Sensitivity of record material is tending to slow the progress
of this survey. As of this date, 97 describable items cover-
ing an estimated 220 linear feet of records have been listed.
Preliminary disposition plans have been made for the wajority
of items listed. However, a considerable number do not con-
form readily to established standards and will be difficult

to evaluate.

MEDICAL COFFICE

Assistance has been obtained from the Records Center to retire
an estimated 2,600 X-rays of separated employees from active
files. This constitutes the last major retirement activity
connected with this project. .

GENERAL COURSEL

Analysts esssigned to this project continue to develop detailed
filing plans. ‘

CREDIT UNION

Arrengements were made to transfer s small volume of Credit
Union records to inactive storage. These are not Government
records, but assumed the responelbility for holding them until
the expiration of the statutes of limitations, at which time

they way be destroyed.

25X1

Chief, Records Disposition Section
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Report for Week Ending 17 February 1954 from
RECORDS SYSTEMS SECTION

The forms to be used for the Apency-wide microfilm survey have
been drafted and given to the Forms Management Section for
development in finel form, Drafts of the proposed agency notice
authorizing the survey and a draft of a memo to the DD/A cover~
ing the background and reasons for the survey have also been
prepared.,

There has been received to date 633 request fors Security Desk
Trays with reports still to come from the Personnel Office,
logistics Office, Security Office, Training Office and the DD/P.
Procurement action continues to be delayed because the drafisman
has had to undertake other assignments, The draftsman is with
the Office of Communicetions,

25X1

problems In connection with the Mall Lontrol Section were dis-
cussed and the following records were trensferred to Logistics
Offices

1. Position Description for 211 Jobs in the Mail Control
Section,

2. Employee Record Card (0F-4b) For All Employees in Iiail
Control Section,

3. - Courier Schedule for Collection and
Mail,
25X 4o \ddressing of Inter~Office Mail,
54 Addressing of Mail,

6, Cards Showing Special and Scheduled Courler and Hessenger
Assisnments,

Penalty Indicia Mail,

8, Proposed Regulation, Mail Service ~ (Ready for Submission).

9., Proposed Director (Handbook) of All Re~istries in the Arency.
(Discussed with Regulations Control Staff, Ready for
Submission as soon ag a few revigions have been
completed),

,,,,,,
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10. Proposed Internal Operating Procedures for Mail Service,
(Complete with exception of section to be prepared
relating to reports).

The Machine Records Division has completed the punching of cards
for the alphabetical index to the proposed Agency File Manual,
.~ Corrections to the cards will be currently maintained, and will

facilitate the issuance of the manual when approved.

A meeting was held wit |the Personnel Office to discuss 25X1
comments submitted by that of fice regarding the proposed file

manual, As the result of this meeting, the subject headings for

PERSONNEL will be reviewed to give consideration to certain Personnel
Office nomenclature. It is believed that Personnel Office approval

of the mamual will be given when agreement is reached on this point,

A meeting was held with the Area Records Officer for Logistics

Office, representatives of the Supply Division, Logistics Office

and the Machine Records Division, Comptroller's 0ffice, to determine
vhat property records of the Supply Division are vital and also the
mechanics to be employed in keeping this file on a current basis in
the repository, It was decided that a complete stock status (IBM
card Tile) would be deposited semi-annually, with a monthly deposit-
ing of balance forward cards which would reflect all transactions
monthly, It was further agreed that a complete catalogue nomenclature
file (IBM cards) should be deposited each six months,

On Tuesday, 16 February, e microfilm team from this office reported
to Biographic Register Division, OCD, to complete the filming of the
BR dosciers., This project was interrupted in November duve to the
lack of available space resulting from the move from Rista to North
Building of the Biographic Register, Fortunately, during this
period of inactivity, between 30 to Lo% of the dossiers were pulled
from file for transfer to the State Department and as a result the
filming of these dossiers will not be necessary,

Three representatives of the DD/P office spent one complete day worke
ing on their files in the repository,.

FEIP -

25X1

Records Systems cection
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Report for Week Ending 17 February 1954 from
REPORTS AKD CORRESPONDERCE MANAGEMENT SECTION

1. Writers' Guides

a. Discussed with |the Office of Training,
our plans for developing the guldes and the Jurisdiectional
question that has arisen. | [that

the matter of whose function it 1s to develop the guldes will
resolve itself as our Staff and the 0ffice of Trailning work
jointly on the program. We concur. We have always believed
that our work on the guides would complement plans of the
Office of Training. Further discussion is planned for

25X 1 18 February. In preparation for this meeting, we provided
| I

25X1

b. Contacted Graphics Reglstry and arranged for & draw-
ing of the Guide's cover. The same drawing, in greatly re-
duced form, will serve as our hallmark on each section.

¢. Outlined the section, "Tips for Dictators," and im-
proved two sections dealing with paragraph and sentence
structure. o

4. Revised the brochure, "Streamlining Your Writing" by
eliminating the part on form and pattern correspondence. We
feel that it is wore appropriate at this time to stress that
portion of our program dealing with effective writing. Train-
ing's participation wes also emphasized.

2. Agency-Wide Use of Letterex

Revised the proposed CIA Notice on Letterex in response to
a request of the Reguletions Control Staff. They recommended
the inclusion of & statement that Letterex can be procured in
preassembled sets if operations justify its use in this form.
latest contact with Regulatione Control Staff disclosed that
the notice has their concurrence. It will be forwarded for
signature when we notify them that the complete stock of
Letterex has been received by Supply.

3. Miscellandous Projects

a. Submitted tol la suggested glossary of reports

and correspondence management terms for inclusion in the CIA
Glossary of Terminology.
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b. Prepared and submitted to| |a listing of the 25X1
current Records Management Branch staff by components and
grades.

25X1

, REpOrte an
Management Section
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Report for Week Ending 17 February 1954 from
FORLIS MAVAGEMENT SECTION

Fhe Logistics study relative to modification of the prescribed usage
of 147 prescribed in GSA Reg 1-11-127 in whicw

prior to submission to the .DD/A has been forwar

of the ¥anagesment Improvement ctaff by Col. White for further study
and comments.

25)(h wes authenticated by the ADD/A 15 Feb. 54, release is
Soheduled from the printer 17 Fab. 54. N

Specifications have been drafted for the FI Information Report pre-
liminary to procurement and tegting., Final coordination will be
obtained from Logistics and DD/P personnel prior to release for
procurement. : .

concurred 25X1

25X1

25X1
The firgt phase of development of & mechenized forms index has been
completed. A preliminsry machine run by Machine Records Division
will be srranged. !

25X

Current requests for approval of naw reviged and reprinted fomms

No. of rsguigitions No. of copies
New 3 12,000
Rev. 4 &,850
Heprints 4 _§9,200
Total 11 ) 110,050 —_
Megolete Forms 2
25K1

Chief, Forms hansagement 52
» &
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Report of the RECORDS CENTER for the week ending 16 February 1954

-

The Center was contacted by the Army thru D/B/RR, with
reference to returning 1261 copies of the Preliminary
NIS Gazetteers., Arrangements were made for us to fur-
nish Army the boxes, and they will box the material
before sending it here.

The Records Center was visited by | 25X1
Transaction and Records Branch, P & R Division, Personnel
Office, and members of his staff. They were interested

in the inactive official personnel folders.

Plans are being formulated to take care of any eventual
move from this building.

The applications for training have been approved by the
Training Office for the six employees of the Center.

The three attending the USDA Graduate School have begun
classes and report that it is very informative and should
be a great help to them in their chosen work with the
Agency.

The personnel of the Center wish to express their appre-
ciation of the visit made by the Comptroller and members
of his staff.

25X1

GINF IDENTIAI.

Iz_——
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MECORDE L LS DIVISION
Acting Management Officer, MIS GENERAL SERYEPanSEiFaosh

Chief, Records Managewent Branch
Activity Report for the Week Ending 17 February 1954

1. Appendix G of the memorandum dated 10 February 1954
addressed to the Comptroller by the Chief, Genera) Services Office,
1isted 29 records management prelects in process. In addition, it
wyae indicated on page 3 of this same mewmorandum that there were 5
records menagewent surveys in process.

2. Thie report will deal with those projects on which specific
sctivity took plsce during the week ending 17 February. Three of
the projects listed in Appendix G of the sbove referenced wemoran-
dum vere transferred to the Logistics office. They pertalned ex-
elusively to the mai) control function. Aetivity on each project
weg as follows:

a. Records Managewent Survey, Medical Office

This survey wvas started on 27 November 1953. To date,
g1l of the Tiles and equipment have been inventoried., A recoris con-
trol schedule has been prepared and agreed to by the Medlcal office.
¥edical records of employees gseparsted from the Agency are in the
process of transfer to the Records Center.

The installation of reports management, correspondence
management and forme mansgement programs, and the installation of
the standardized f{1ing system, are the next steps 40 be undertaken.

b. Records Management Survey, OSI

This project has been 1n process since 18 January 195k.
T+ will inelude inventorying all records and filing equipment, the
establishment of filing stations, the installation of the standardized
£4ling systewm, the developwent of & records control schedule, the
paration of s records disposition schedule and the installation of
forue, reports and correspondence management programs.

To date, 97 describable items covering 220 linear feet
of records have been listeld. Preliminary disposition plans have
been made for the majority of the items listed.

e¢. Records Management Survey, Office of General Counsel.

This project was started on 14 December 1853. An inven-
tory has been prepared of the records and filing equipment. Detalled
£1ling plans are nov in process of preparation. The application of
forms, reports and correspondence phases of the records managevent
program are the next steps.
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4. Records Mansgement Survey, FBID

This project wae started on 15 Decewber 1953. The in-
ventorying of files and Tiling equipment has been completed. In-
active records have been transferred tc the Records Center. The
Chief of the Division has agreed to the installation of the stand-
ardized filing system and it is now being installed. VPlane have
been formulated for the next steps which provide for forme, corres-
pondence and reporic managewent phases of the progran.

e. Survey of Microfilm Operations

_ The identification of microfilming equipment contained
in & recent inventory of all reproduction eguipment in the Apency
has been completed. A proposed form and a draft of an Agency notlce
t0 be used in condueting the survey have been prepared.

. Security Desk Trays

Requests have been received for €33 security desk trays.
Several offices have not yet submitted their requiremente. Epeci.
#ications are novw in the process of preparation. After these have
been corpleted, the Logisties Office will procesd to request bids,

g. Handbook for the Subject Classification and Filing of
Corresponience Recoras, 25X

Coements have Teen received from the Regulations Con-
trol Staff. These comments sre now being reconciled with the
offices that submitted them. Punched cards heve been prepared to
fecilitate the expansion and preparation of an alphahetical index
o the filing menual.

h. Vital Materisls Deposit Schedules for s8li Offices

Agreewent was reached with the Logietics Office and the
orfice of Comptroller with respect to what property records of the
Supply Division, Logistics Office, are viital and the procedure to be
uped in keeping the file current. It was agreed that this could »e
best accomplished by making & semi-annua)l deposit of the stock status
punched card file. In eddition, the punched card {ile, representing
catalog nomenclature for the logistics Office, will also be deposited
seni~arnuslly.

i. Vital Materials Mierofilm Projects

Microfileing of the dossiers for the Bilographic Register
Pivision, OCD,1s in process.

}. dWriters' Guide

Thie project is to be trensferred Lo the Office of Train-
_ing in sccordance with & decision mede by the ADD/A on the staff
study submitted to him on Jenuary 21. Contact was made with Col. Beird
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with respect 0 transferring material alresdy developed on this
project and he has requested that it be held ne until

such time 88 he notifies mwe, In the interim, of the 25X
OfPice of Tralning has reviewed some of the wateris heg

been prepared.

k. Standardigation of TI Information Reports

gpecifications for the reviged form have been drafied
greliviomry %o ite procurement and testinr. Final coordination
will be obiaired from the Logistics Offlce and DD/P.

1. Forug Index
The first phase of the development of & wechanized
systez Tor preparing forms index by the punched card method has
been cOmpleted.

m. Construction of New Records Center

Advice has been received that the individusl members
of the Project Review Cowmititee and the Deputy Director have
approved the staff study pertinent fo the construction of a Records
Center containing epproximately 21,000 square feet and costing
%gproximate}y $400,000. Final action requires the sigmature of the

irector.

3. In addition to progress reported sbove ou speciflc projecis,
the following is of significance:

a. Arrangements were made for six meubers nov aeaizped to
the Records Center activities to receive speclal training at the
graduate School, Department of Agriculture, and American University.

b. A regquest was received from the Credit Union to tvans-
fer a small volume of their insctive records to the Records Center.

¢. Coples of ‘ kl |Records Managesent Progras
guide, were Turnished t for his use 25X1
in connection with the Baslec In gence Relresher 8¢ .

25X1
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